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Dear HHSA Employees and Contractors:

As part of HHSA's continuing compliance efforts, I am pleased
to provide you with this copy of the revised Code of Conduct
and Statement of Incompatible Activities for the Health and
Human Services Agency. This booklet will assist you in under-
standing the role ethical conduct plays in our everyday work
activities and will be a resource for you if questions arise. If you
haven't already done so, you will soon be completing on-line
refresher training regarding the Agency's ethical standards for
its employees.

I encourage you to review HHSA's Compliance Policies. The
policies can be found in Section M of the HHSA Manual of
Policies and Procedures on the County Intranet at:

http://hhsa_intranet.co.san-diego.ca.us/policy/index.html

HHSA recognizes that its greatest strength lies in the talent and
skills of employees who perform their jobs competently and
professionally. On behalf of the entire Agency, I would like to
thank you for what you do everyday to ensure that HHSA con-
ducts its business in the highest ethical manner possible, and
for living up to the Agency's Compliance motto, "An ethical
workplace is your right…and your responsibility."

JEAN SHEPARD
Director
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PURPOSE:

The County of San Diego Board of Supervisors has established a
zero tolerance policy toward internal and external fraud (Board Policy
A-120).  Consistent with this policy, and in order to encourage its
employees to demonstrate the highest standards of legal and ethical
conduct in the workplace, the County of San Diego Health and
Human Services Agency implements this Code of Conduct and
Statement of Incompatible Activities.  
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BACKGROUND:  
The County of San Diego Health and Human Services Agency
("HHSA") is committed to providing consistently high quality, skilled,
compassionate, and reliable care and service to its patients, clients,
facility residents, constituents and the larger community, regardless
of race, creed, color, economic status or any other personal charac-
teristic and to maintaining a culture that promotes the prevention,
detection and resolution of instances of conduct that do not conform
to laws, rules, regulations, or County policies or procedures.

HHSA recognizes that its greatest strength lies in the talent of its
employees and expects its employees to treat their patients, clients,
facility residents and colleagues with respect, dignity, and courtesy
and to avoid conflicts of interest, or the appearance of conflicts of
interest, between their own personal interests and the best interests
of the clients and taxpayers they serve. HHSA employees are
expected to protect County assets and to maintain ethical and appro-
priate workplace relationships and to be committed to providing care
and accurate and appropriate records in accordance with all federal,
state and local laws, rules and regulations and HHSA policies and
procedures.

The standards required by this Code of Conduct and Statement
of Incompatible Activities can only be achieved through the efforts of
dedicated employees who conduct themselves with honesty, integrity
and professionalism and in adherence to the letter and the spirit of all
applicable laws, rules, regulations, policies and procedures. Although
each individual is ultimately responsible for his or her own conduct,
HHSA is committed to assisting its employees in these efforts by
maintaining a work environment that promotes these standards and
encourages its employees to demonstrate the highest ethical stan-
dards in performing their daily tasks.
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POLICY:
It is the policy of HHSA that all employees, officers and agents shall
perform their duties in accordance with the following principles:

A. Commitment to Patients and Clients

• Treat all patients, clients and facility residents with dignity, respect
and courtesy.

• Provide appropriate care, treatment and service through the appli-
cation of sound public health and social service principles in daily
work activities.

• Provide patients, clients and facility residents with the information
they need to make fully informed decisions, including allowing
patients and clients access to information about HHSA services
and its policies, procedures and charges.

• Provide all services in accordance with applicable federal, state
and local laws, rules and regulations and, where applicable, in
accordance with the recommendations of specialty organizations
and the standards of practice in the community.

• Employ professionals with proper credentials and ensure that all
individuals providing patient, client and facility resident care, treat-
ment and services have appropriate experience and expertise in
the area(s) in which they function.

• Accurately and completely document all patient, client and facility
resident encounters in appropriate records in accordance with
funding source requirements and County guidelines.
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• Treat and serve patients, clients and facility residents without
regard to race, religion, creed, color, gender, economic status, sex-
ual orientation, age, source of payment, or any other non-treatment
or non-service related characteristic.

• Participate in activities that promote quality assurance and quality
improvement and bring concerns regarding possible deficiencies or
errors in the quality of care, treatment or services provided to
patients, clients and facility residents to the attention of those who
can properly assess and resolve the concern.

• Perform services in a manner that seeks to avoid harm to patients,
clients, facility residents, the community, other employees or the
environment.

B. Commitment to Co-Workers and Other Employees

• Maintain a working environment free from all forms of harassment,
discrimination or intimidation.

• Afford equal employment and advancement opportunities to all
applicants and employees pursuant to HHSA and County policies.

• Conform to the codes of ethics and standards for respective profes-
sions and licensure, and exercise sound judgment in the perform-
ance of duties.

• Comply with workplace safety policies in accordance with County
and HHSA policies and procedures.

• Ensure that no employee is required to compromise his or her
appropriate and established professional standards or objectivity in
the performance of his or her duties. 
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• Promote a positive image for HHSA, its employees and its services.

• Cooperate in accomplishing HHSA's commitment to maintaining a
work culture that promotes the prevention, detection and resolution
of instances of conduct that do not conform to ethical or legal stan-
dards and to this Code of Conduct and Statement of Incompatible
Activities.

C. Commitment to Taxpayers and Funders 

• Not engage in any practice that involves illegal or unethical activity.

• Conduct themselves in a manner appropriate to their standing as
representatives of local government, representing the best interests
of the County's citizens.

• Comply with all applicable federal, state and local laws, rules, regu-
lations, standards and other requirements, including all require-
ments of federal healthcare and social services program statutes,
regulations and guidelines.

• Not enter into any joint venture, partnership or other risk sharing
arrangement with any entity that is a potential or actual referral
source to County programs unless the arrangement has been
reviewed and approved by County Counsel or the Compliance
Office. Questions regarding these arrangements are addressed
through County Counsel or the Compliance Office.
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• Take reasonable precautions to ensure that billings and/or coding
of claims are prepared and submitted accurately, timely, and in
compliance with all applicable federal, state and local laws, rules
and regulations and HHSA's policies and procedures and/or agree-
ments with third party payers. This includes federal health care pro -
gram regulations and procedures or instructions otherwise commu-
nicated by regulatory agencies (e.g., the Centers for Medicare and
Medicaid Services) or their agents.

• Provide that no false, fraudulent, inaccurate or fictitious claims for
payment or other reimbursement are submitted, by billing only for
eligible services actually rendered and fully documented.  When
coding for services, only billing codes that accurately describe the
services provided will be used.

• Act promptly to report and correct problems if errors in claims or
billings are discovered.

• Ensure that all reports or other information provided to any internal
or external entities including federal, state, or local government
agencies are accurate and submitted in a timely manner.

• Maintain complete, accurate and thorough records, in appropriate
media, in accordance with guidelines established by federal and
state laws and regulations and applicable Board of Supervisors,
County and HHSA policies, in order to provide factual information
regarding the type, level, frequency and cost of services provided.

• Comply with all laws and regulations governing the confidentiality
of information.
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• Ensure that timesheets, mileage claims, reimbursement claims, and
other cost records and reports are complete and reflect accurate
information.

• Dispose of medical waste or other hazardous materials properly
and lawfully.

• Perform duties in a way that promotes the public trust and encour-
ages participation in, and access to, County programs and
resources.

• Voluntarily disclose to third party law enforcement or regulatory
agencies violations of law, rules, regulations or standards where
appropriate and legally required.

• Bring to the attention of supervisors and managers information
related to non-compliance or non-adherence to HHSA and County
policies and procedures as well as to required federal, state or
local laws and regulations.

• Promptly report all suspected violations of this Code of Conduct
and Statement of Incompatible Activities and applicable federal,
state and local government laws, rules and regulations to a manag-
er or supervisor, to the Compliance Office, the Agency Personnel
Office or to the Confidential Compliance Hotline.
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D. Commitment to Open and Impartial Decision-Making

• Avoid any commitment that interferes with their ability to properly
perform duties for HHSA, and avoid any activity that conflicts with
the known interests of HHSA or its patients, clients or constituents,
such as  the solicitation of future employment with a company
doing business with the County over which the employee has some
control or influence in his/her official capacity or the use of County
time, facilities, equipment, badge or uniform for private gain or
advantage, or the private gain or advantage of another. (e.g. using
County telephones to receive or place calls relating to an outside
business owned or operated by the employee).

• Avoid becoming involved in activities that improperly influence their
actions or job functions. This includes taking outside employment
or engaging in activities where the employee's judgment could be
impaired in performing his or her duties for HHSA, or there could
be a perception that the employee's judgment could be impaired.

• In accordance with Board of Supervisors Policy A-112, not accept
or provide benefits that create conflict between personal interests
and HHSA's interests. These benefits include, but are not limited
to, accepting meals, gifts, refreshments, transportation, entertain-
ment or any other item of monetary value provided or received in
connection with assigned duties as an HHSA employee.

• Report any potential conflicts of interest to HHSA in accordance
with HHSA and County policy.  Concerns or questions regarding
potential conflicts of interest shall be brought to the attention of a
supervisor, manager, HHSA Human Resources, County Counsel,
or the Compliance Office.
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E. Commitment to Protecting County Assets

• Be responsible and accountable for the proper expenditure of
County funds and for the proper use of County assets and property.

• Perform cash handling and receipting duties in accordance with
County policies and procedures.

• Obtain appropriate authorization prior to committing or spending
County funds.

• Use work hours in a productive and professional manner.

• Safely store, secure, document and inventory supplies, and report
missing supplies promptly to appropriate supervisors in accordance
with County policy.

• Dispose of surplus, obsolete, salvaged or junked property in accor-
dance with County procedures. Unauthorized disposal, including
scrapping, selling or transferring of property without appropriate
approval, is a misuse of assets and is strictly prohibited.

• Use computer systems, networks, and software consistent with
HHSA's license(s) and/or rights, and store equipment, data files
and software in a secure manner and in accordance with County
policies and procedures.

• Be responsible for reporting any observed misuse of HHSA proper-
ty or funds to an appropriate supervisor or manager, HHSA Human
Resources, County Counsel, the Compliance Office, or the confi-
dential Compliance Hotline. No disciplinary action or retaliation
shall be taken against any employee for reporting in good faith a
perceived issue, problem, concern or violation.
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PROCEDURE:

A. Provision of Code of Conduct and Statement of Incompatible
Activities

New employees will receive a copy of this Code of Conduct and
Statement of Incompatible Activities during their orientation to the
County and no later than thirty (30) days after beginning employment
with HHSA.  Employees must return a signed Code of Conduct and
Statement of Incompatible Activities Certification Form to their super-
visor who will then forward it to HHSA Human Resources and the
Compliance Office within five (5) work days of receiving the
Certification form.  Employees will receive additional training on the
Code of Conduct and Statement of Incompatible Activities each year
in accordance with HHSA Policy and Procedure HHSA-M.3.1.

Supervisors and managers will provide that employees under their
supervision have sufficient information and training to comply with all
applicable laws, rules and regulations, and policies as described in
this policy and procedure and as relevant to the employee's respon-
sibilities.
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B. Confidentiality Certification 

All HHSA employees shall maintain strict confidentiality regarding
client information and shall, upon hiring, and yearly thereafter, sign a
certification agreeing not to divulge any confidential information or
records concerning any client/patient/facility resident without proper
authorization and/or in accordance with state and federal laws.

Employees shall agree not to divulge any information or records con-
cerning any client/patient/ facility resident without proper authoriza-
tion in accordance with state and federal law.  Any discussion of, or
release of, information concerning a client to any unauthorized per-
son is prohibited.

During the performance of assigned duties, employees may have
access to confidential information, and/or may participate in proce-
dures required for effective credentialing, peer review and quality
assurance.  Employees agree that all discussions, deliberations,
records and information generated or maintained in connection with
these activities shall not be disclosed to any unauthorized person.  

Violation of the provisions of this section regarding confidentiality
may result in disciplinary action, up to and including termination, in
accordance with applicable civil service rules.  Additionally, unautho-
rized release of confidential information may expose individual
employees to personal civil and criminal liability under applicable
state and federal laws.
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C. Disclosure Statements

1. Statements of Economic Interest

Employees shall complete Disclosure Statement cards (AUD 263) on
a semi-annual basis.  Employees are expected to use these cards to
disclose all outside employment and continue reporting this activity
on the Disclosure Statement cards twice a year. Required Employees
will also complete an annual Statement of Economic Interest (Form
700).

Employees shall also report to their supervisor any other activity or
income source, which could conflict with their work assignment.
Disclosures must be in writing to the employee's supervisor upon
beginning participation in the activity.  The supervisor will forward the
disclosure to HHSA Human Resources.

Failure to fully and accurately complete the disclosures required
above may result in disciplinary action, up to an including termina-
tion, in accordance with applicable civil service rules. 

2. Recipient or Payee of Public Assistance or Services

Employees who apply for, or become a recipient, payee, authorized
representative of an In-Home Supportive Services (IHSS) provider,
conservator, foster parent, adoptive parent or key person of public
assistance or services administered by HHSA, shall:

• Report truthfully and fully all information required on public assis-
tance or services reporting forms.

• Notify his or her eligibility worker or social worker immediately that
he or she is an HHSA employee.
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Case files for HHSA employees who report the information described
above shall be transferred to a specialized caseload and the files will
be assigned to confidential files.

3. Employee/Client Relationships

Employees shall report when they have knowledge that a relative or
friend is an applicant or recipient of public assistance or services.
Disclosures must be in writing to the employee's supervisor.  The
supervisor will forward the disclosure to HHSA Human Resources.
Cases for these individuals may be maintained in a secured case-
load, meant to protect both the employee and the client from inap-
propriate case access.  Employees may also report other types of
relationships for secured caseload consideration.  Examples of other
appropriate relationships to report include, an eligibility technician's
tenant who is receiving public assistance or a mental health case
management clinician's tenant who is receiving HHSA mental health
services.

Under no circumstances shall employees enter into any personal
relationships with any client met as a result of their employment
duties that may compromise the employee's objectivity, accountability
or judgment. 
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4. Employee/Employee Relationships

Employees shall report when they are in a personal relationship with
another employee in his or her chain of supervision that may com-
promise, or appear to compromise, either employee's objectivity,
accountability or judgment.   In the event of such a relationship, the
employee(s) will arrange for a transfer, as appropriate.  Personal
relationships included within this policy and procedure include, but
are not limited to, marital ties, in-law, relationships of blood, dating,
roommate, or where personal relationships result in a bond that
supersedes the working relationship.

D. Solicitation

Employees shall exercise care when advising patients, clients, con-
tractors and vendors of HHSA policies and procedures and federal,
state and local laws and regulations relating to public assistance and
services and programs administered by HHSA or its contractors.
Soliciting information for patients, clients, facility residents, contrac-
tors and vendors is strictly prohibited.  "Soliciting" is the intentional
act of advising individuals how to answer questions, conceal informa-
tion or provide false or fraudulent information in order to establish
program eligibility, to obtain a greater benefit or to prepare for a fraud
investigation.  Soliciting is a misdemeanor in the State of California.
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E. Reporting Violations of the Code of Conduct and Statement
of Incompatible Activities

Employees shall immediately report information regarding issues,
problems, concerns or violations of the Code of Conduct and
Statement of Incompatible Activities or indicating possible fraudulent
activity by applicants or recipients of public assistance, or of contrac-
tors, vendors, volunteers or HHSA employees. Depending on the cir-
cumstances, failure to comply in reporting a known or suspected vio-
lation could subject an employee to disciplinary action in accordance
with applicable civil service rules.  When considering reporting a vio-
lation, employees should ask themselves:

• Do I have all of the facts? 

• What is the action that I perceive violates standards as outlined in
the Code of Conduct and Statement of Incompatible Activities?

• What is the action that I perceive violates any known law, rule, reg-
ulation, or policy and procedure?

• What opportunity has been given to my supervisor or manager to
make them aware of and to address the issue (if appropriate)?

Employees cannot exempt themselves from the consequences of
their own misconduct by self-reporting, although self-reporting may
be taken into account in determining the appropriate course of
action.
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F. Confidential Disclosure Program

HHSA employees have an obligation to report in good faith known or
suspected violations of any statute, regulation or guideline applicable
to the federal health care or social services programs, any law, rule
or regulation, the Code of Conduct and Statement of Incompatible
Activities or policies and procedures to their supervisor, manager or
other management staff within their chain-of-command. Employees
may also report their concerns to HHSA Human Resources or the
Compliance Office. If an employee is uncomfortable reporting a sus-
pected violation to any of the above-referenced resources or if he or
she believes that the issue has not been handled appropriately, he or
she is encouraged to call HHSA's 24 hour a day, 7 day a week toll-
free Compliance Telephone Hotline at 1-866-549-0004.  The
Compliance Hotline provides a confidential means to report compli-
ance related concerns or violations. The Hotline is operated by an
outside firm, specializing in compliance related issues and all calls
will be treated as confidentially as practicable or allowed by law.
Although providing their identity may aid in the course of the com-
plaint investigation, employees are not required to identify them-
selves when reporting a concern. Callers who wish to remain anony-
mous will be assigned a private code that can be used for follow-up
communication so that they may be advised on the process of inves-
tigating and resolving the reported concern. Calls received by the
Compliance Telephone Hotline will be referred to the appropriate
office for prompt and thorough investigation and resolution in as con-
fidential a manner as possible. 
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Frequently Asked Questions

Question:
I think one of my co-workers in the clinic may have made a mistake
in prescribing a medication to a patient. When I brought it to their
attention, they seemed annoyed and said they would handle it, but
I'm not sure anything was done. What should I do now?

Answer: 
If you are not sure that the right medication was given, keep raising
the issue. Talk to your supervisor. The problem may have been cor-
rected, but you should be satisfied that you have the answer. Errors
like this do occasionally happen, but with everyone's assistance they
can be prevented or corrected.   

Question:
My supervisor wants me to change my timesheet so that my work
time will be charged to a different program then the one I actually
work in. This doesn't seem right. What can I do?

Answer:
Your supervisor's instructions could be considered fraud. If you were
to do as they instructed, it could lead to legal problems for you as
well as for them. Talk to your supervisor to make sure you under-
stood their instructions correctly. If you are not satisfied with their
answer, call the Compliance Office or the Compliance Hotline.

Question:
One of my contractors brought me a small gift for my birthday. Can I
accept the gift?

Answer:
No. County and Agency policy both prohibit accepting gifts from indi-
viduals or entities that the County does business with. Accepting the
gift could create a perception of impropriety.
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Question:
I discovered that a fellow employee was looking at the case notes on
clients from other caseloads and telling their friends about them.
What should I do?

Answer:
Immediately notify your supervisor. This is a serious breach of client
confidentiality.  If you are not comfortable talking to your supervisor,
contact the Compliance Office or the Compliance Hotline.

Question:
My sister runs a day-care center.  It's a really good one. Can I refer
clients there?

Answer:
No. County and Agency policy, and in some cases Federal and State
law, prohibit you from using your position as a County employee to
steer business to yourself, a friend or relative, or to any entity in
which you have a financial interest.

Question:
I am a Public Health Nurse. A fellow nurse called me from home and
told me they forgot to enter a physician's verbal order for a medica-
tion. They asked me to enter the order and sign their initials. They
said changes are often made this way. Is this okay?

Answer:
While the other nurse did the right thing by calling to report the over-
sight, the error should be promptly reported to a supervisor. You
should never record an order you did not hear and never sign some-
one else's name or initials. Even if no harm occurred from this situa-
tion, it needs to be reported so that it can be correctly noted in the
chart. 
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Question:
What should I do if a government investigator comes to my home
and wants to talk to me about the activities in my program?

Answer:
The County or the Agency cannot prohibit you from talking to an
investigator if you choose to do so.  However, you have the right to
consult with County Counsel or your own private attorney before
answering any questions.  Asking to speak to legal counsel before
answering the investigator’s questions is your right and does not indi-
cate that you are refusing to cooperate.  

Question:
I happened to review a draft of a cost report and noticed that some
of the data was incorrect. Should I assume someone else will catch
the error or should I report the error?

Answer:
Immediately bring this information to the attention of your supervisor.
If the report was submitted with the error still in it, there could be
serious consequences to the Agency and the person signing the
report.
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